

Approved For^RelSase 2001/07/27 : CI AUR0g?9NSq2&1 A0001 00020038-9 


.CENTRAL INTELLIGENCE AGENCY 
Washington, D, C, 


14 April 1950 


NOT ICE 

25X1A 

SUBJECT: Budget Estimates, Fiscal Year 1952 


1„ Basic information concerning call for estimates 

a. General: Budget estimates of funds needed to meet CIA 
voucher eT’and" unvouchered requirements for the fiscal year 1952 
(l July 1951 - 30 June 1952) will be submitted by each Assistant 
Director and Staff Chief to reach the Budget Officer as soon as 
possible, but no later than 1 June 1950. As used in this Notice, 
Tr ofITce Tr shall mean a major organizational segment (such as office 
or staff section), and "activity" shall refer to a principal part 
■within the office which because of its character justifies an indi- 
vidual statement of its functions and requirements within the office 
estimate . 


Estimates for fiscal year 1952 shall generally be based on 
the same level of operation as planned for the 1951 fiscal year, 
and with the possible exception of specifically justified cases, no 
increases in authorized T/O should be requested. 

Reauirements for vouchered funds will be considered at Budget 
Review Committee meetings to begin on or about 1 July. Requirements 
for unvouchered funds will be submitted by the Budget Officer to the 
Project Review Committee for consideration on or about 1 June 1950, 

The purpose of the hearings is to give Assistant Directors and Staff 
Chiefs and/or their representatives a further opportunity to justify 
their requirements and to arrive at final determinations as to recom- 
mendations which will be submitted to the Director for inclusion in 
the estimates, 

b. Fiscal years concerned in Budget* preparat ion : preparation 
of budceF^sHmate's 1 '' requires consideration' of' three fiscal years 
which will be referred to in this instruction by the following terms: 

(1) The Budget Year (fiscal year for which estimates are sub- 
mitted or, in connection with this preparation, fiscal year 1952.) 

(2) The Current Year (fiscal year immediately preceding the 
budget year or, in the case of the present submission, fiscal 
year 1951) because changes in the estimate for the budget year 
are in part justified in comparison to budget provisions of the 
current year. 
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(3) The Past Year (fiscal year immediately preceding /he 
current year, or, in the case of the present submission, fiscal 
year 1950) because the actual obligation history during this 
period has an effect upon planning requirements for the budget 

year . 

c. Coverage: Internal budget estimates will be presented under 
re auir orients for departmental, domestic field, and foreign ileld. 

Budget anal vs ts mil consult with operating officials and administra- 
tive officers as to the sequence and arrangement of activities mthm 
the above breakdown. 

d. Form of presentation: Budget estimates shall be submitted in 
duplicate" In ToI^^iriciers“to be provided by the Budget Staff. Sub- 
missions shall be prepared and submitted separately for vouchered _ 
‘funds and for unvouchered funds. Bote that unvoucbered funds require- 
ments will be submitted by "book” preparation m lieu of inuivmual 
project presentation according to Administrative Instruction 60-2 . 
Estimates for unvouchered funds requirements should be submitted 

and justified as nearly as possible in the same manner as vouchered 
requirements, although substantial areas may require coverage on a 
project basis rather than an organizational basis. Presentation of 
the ° subject matter shall be lengthwise on letter size paper with at 
least one-inch margin on the left for binding purposes. Personal 
services estimates shall be presented on CIA Form 32-16 and non- 
personal services estimates shall be presented on CIA Form 3--17. 
Supplies of these forms will be provided by the oudget analyst 
assigned to the respective offices. 

2 , Elements of budget estimates 

a Graphic representation exhibits: Organization, flow and 
process charts ancT'Telated grapHic'presentatians are valuable in 
depicting organizational structure and certain operational activities. 
However, ‘such media, (other than organizational charts) need not be 
submitted if a simple narrative explanation or schedule will serve 

as well . 


b, 


Office statement: Shall explain in general terms the followin 


(1) Statement of Functions and Acti vities — Review statement 
include d“Tn"*Ta sT y e ar^FTst 'ima t o fo r any improvement which may 

be effected. 

(2) Statement of Coordination — Indicate operating^ relation- 
ships between the office ahTLrthor units of CIA and/or between 
the" office and other governmental agencies. 

(3) Statement of Accomplish ments — Narrative description of 
primary a c c bmpTI s hman t s of "the office during past year. 
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(4) Statement of Objectives — Narrative ^ description^ of ^ 
primary up to date for (a) current year 

and for (b) budget year. 


c . 


Summary of budget e s t imato s 


(1) For vouchered activities pr esentation - CIA Form 32-15 
^erdix'I) n ~ T or^EKTpurp5s5 of recapitulating the total re- 
JVfemsSL of" the office". Completion of the form is as follows; 

Column "Organization Unit": Insert titles of activities 
which compose office or staff section. 

Column "Number of Positions": Insert total number of 
positions requested for the budget year for each activity. 
Indicate column total at bottom of page . 


Columns "MY" 


(Man Years) and "Amount": Leave blank. 

Column "02-09 Total": Insert sum of columns "02", 

"03", etc. Indicate column total at bottom of page. 

Column "02", "03", etc.: Insert individual object 
requirements for the respective activities. Indicate ver- 
tical column totals at bottom of page. 

Column "Unvoucherod" : Insert unvouchered requirements 
for each activity. Indicate column total at bottom of pa 6 e. 

(2) For unvouchored activi ties presentat ion 
^ ' — s — *-» — x" — 5 - WTrP vfro — Pny ^rrn v' 4 'Ti p c 3 ci s uloin. i ssi on f o tri d 

summary as inuicatea aUo re T" ^fUcktion of expense and adjust- 

tn colln ; '-oSi vouchered" to "Total unvouchored" Completion 
^coiS "Unvouchored" and "Grand Total" will not be required. 

d. Activity description: On a separate page preceding the 

er sonal~ "se rvi e'e s estima*— for each magor 
statement shall be presented for each of the -ollom g 


(1) Function -- Short description of the mission o: 


the 


activity. 

( ? \ Justification — The purpose of justification is to 
bmior strat^~the' "extent to which money, manpower, equipment and 
sun ,Ues are invested to the best effect. In this respect the 
4 ’ i .. +0 describe the work plan of the activity to the ex- 

UToi comparisons 1 ^! past yea Accomplishments^ estimates 
for current and budget years. Production statistics, work 
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measurement information,, and unit cost data will be particularly 
pertinent to this section. The following items may be considered: 

(a) Statement of primary accomplishments of the activity 
during the past year including any operating changes made in 
the interest of more effective administration, 

(d) Statement of primary objectives as brought up to 
date for (l) current year and (2) budget year, including any 
operating changes to be made in the interest of more effective 
a drain i s t r a t i o n , 


(c) Comparison of production of activity for work units 
suojecu to count for (l) actual past year, (2) estimated 

our rent year as brought up to date, and (3) estimated budget 
year, Work units subject to count may include such items as 
pages translated, reports prepared according to category and 
kind, cable words filed, cards prepared, etc, 

(d) Statement of explanation for major incroasos or 
decreases in personnel or things for (l) current year and 
(2) budget year. Forms 32-16 and 32-17 provide a column 
for individual justification of changes which may be suffi- 
cient in the majority of cases. However, the nature of 
activity requirements which necessitates substantial in- 
creases in personnel or things may justify a general 
explanation to preface detailed justifications required 
for the detailed sheets particularly in those cases ’when 
such increases can be justified by work measurement data. 

3. Details of budget preparation 


a ‘ Prepara tio n of Form 32-16 "Personal Services Estimates": 

CIA Form 32-16 '"'Personal "Services Estimates" (Appendix II) "sHaTl 
be used in preparing estimates of personnel requirements. Separate 
sheets shall be used for each activity within the office. The same 
forms shall be utilized for recapitulation of total office require- 
ments. Instruction as to preparation of the form follows: 


(l) Leadin g : The heading (Office, Division, Branch, Section) 
shall be completed so as to identify the organizational unit 
for which estimates are submitted. 


(2) "I/O H o," and "Operating Title": Information for those 
columns is to be constructed* upon the*” framework of the current 
Table of Organization, "t/o Ho," refers to the number of posi- 
tions authorized in the current Table 


of Organization for 


aach 


operating title listed. "Operating Title" refers to the position 
titles listed on the current Table of Organization, plus new 
positions applicable to tho budget year inserted where appropriate 
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All now positions shall be asterisked to the left of the 
operating title. 


(3) Personnel requir ements: (Classified personnel) 

(a) The columns entitled "Wo," are to show the 
number of positions for the appropriate year. The columns 
entitled "Grade" are to shotf the appropriate grades of the 
positions indicated under column headed "Operating Title", 
The columns entitled "Type" are to show the nature of the 
appointment (whether vouchered, unvouchered, military, on 
loan, temporary, or part-time). "Type" terms may be abbre- 
viated as: 

V vouchered 

UV unvouchered 

V-PT vouchered - part-time 

M military 

QnL on loan 

(b) Column "Position Occupancy" (enter data prepared); 
Show by number 7 gra'Se - ah'd TypeT TKe '"poir tTonT'Ym The “current 
Table of Organization which are actually occupied as of the 
preparation date, TJhcn various types apply to an individual 
operating title, show as follows: 


T/O Pos, Occpy , 4/25/50 

IT 0 . Operating Title . fto", tirade fypeT Notations 


9 Intelligence analyst 4 GS-9 7 
" " 2 " M 

" " 1 " OnL 

Where lower grade positions are encumbering higher grade 
positions, they should be shown at the higher grade with 
citation of lower grade encumbrance within "Notation" 
column. Positions encumbered by personnel detailed to 
other units should be similarly noted in the "dotation" 
column (a.g., E-GS-3, "Encumbered by GS-3"; D-Class .Sec . , 
"Detailed to Classification Section"). 

(c) Column "CY (Current Year) Estimates": Directly 
based on the current Table o'F'TTr gani z atTorT,' "show by number, 
grade, and type the positions which will be filled at some 
time during the - current year. Consideration should be given 
to pro gran: plan requirements, pending assignments, personnel 
actions in process, and a realistic approach to recruiting 
possibilities considering the nature of present vacancies. 
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(cl) Column "BY (Budget Year) Estimates": Show by 
number, grade, and type~th’3~positions which will be required 
for operation during the budget year. The entire office 
request should be consistent with the general statement of 
objectives as detailed in the preliminary statement, and 
activity requests should tie-in with the activity objectives 
statement. Inasmuch as the BY Estimates column should re- 
flect actual requirements, obvious variations between the 
current position occupancy and current Table of Organization 
may have important implications to budget year requirements. 
Specifically, all "details" of personnel other than of 
temporary nature from a Table of Organization location to 
other locations on the basis of program requirements should 
be studied in view of the desirability of adjusting such 
situations by request for revision of the ■'■able of Organiza- 
tion (e.g., for an extensive period, five people assigned 
to Section A of a particular Table of Organization working 
in Section B. This would suggest the possible need for 
revision of the Table of Organization placing the positions 
where they are actually required.) 

(4) Personnel requirements: (Unclassified personnel): The 
state me nt~oT re qu ir dment s'" for “uncTass’If i eel" position s (posit ions 
which do not normally appear on the Table of Organization) shall 
follow line totals of the requirements for classified positions 
in the following order: Tf.A.E, (when actually employed); 
Consultant (contract); and Native. Each category shall be 
separately listed under the column "Operating Title". Specific 
instructions are as follows :_ 

(a) W.A.E. (when actually employed) and Consultant 
(contra ct employees')”; TJHHFf^'^Krs'ohri^'Tio^'Iremoht's' 1- use 
only the ~ TY No,’' n columns pertaining to each year. Under 
Position Occupancy, show number presently on duty; under 

CY Estimates column, show reasonable estimate of any changes 
anticipated; and under BY Estimates column, insort best 
estimate of requirements, 

(b) Native employment; Loave "t/0 No." blank. Enter 
the title o f ' o a" ch'CJxx's't'ing - 0 r anticipated position under 
"Operating Title". Under "Position Occupancy" insert 
present salary paid in the column headed "Grade". Report 
"Typo" similarly as for regular personnel. Under columns 
"CY Estimates" and "BY Estimates" utilize column "Grade" 
for oxpocted salaries to be paid and column "Type as for 
regular personnel.. 

(5) Justification: The justification column is for explana- 
tions of any va r i ati ons between the present Tablo of Organization 
and the budget year estimates , All adjustments, upward or down- 
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ward, should bo oxplalned. In some cases a number of positions 
can be adequately covered by the same justification. Insofar 
as it is possible, justifications of personal service changes 
should be prepared on the basis or work measurements either 
within this column, or under paragraph 2 d (2). 

b. Non-Personal Services Estimates, Form 32-17,- CIA Forms 
32-17 1 ' NonV’Pe r s ohaTT’Be' r vi c e s " S st i mat e s’ 1 1 (Appendix III) are provided 
for the office in presenting non-personal services requirements. 
Preparation of the form is largely self-evident. Separate series 
of the forms shall be utilized for each non-personal service object 
classification. Tho budget analyst assigned to a particular office 
will have propared for the operating officials and administrative 
officers certain background information as to office requirements 
for th® past year for the various object classifications of expense 
which will assist them in evaluating tho estimates. In addition the 
following detail information will provo helpful in the preparation 
of estimates for non-personal services items : 

(1) 02 - Travel 


(a) Estimates for .travel shall include transportation 
costs, per diora or subsistence during authorized travel 
status, and other expense s incident to travel which are to 
be paid by tho Agency, either directly .or by reimbur sornent , 
to the traveler. A schedule of travel rates is attached 
(Appendix IV) which includes cost elements of transportation, 
per diem, etc., between Washington and major foreign and 
domestic points. 

(b) Dollar estimates should be based upon tho number 
of trips to bo performed to specific areas, and computed 

at rates provided by the cost-of-travol schedule. Complete 
justification 'must be .furnished in the form of statements 
of purpose for the anticipated travel to and -within each 
area . 

(c) Estimates for employees transferring to installa- 
tions outside of Washington, including travel of employees ' 
dependents, shall be based upon amounts shown upon the travel 
schedule. Cost of transportation and per diem up to day of 
arrival for duty at such installation are included in those 
rates . 

(d) Cost of transportation and per diem for employees 
officially stationed at locations outside of Washington, 
and that of employees transferring from such locations to 
Washington should bo included in tho estimates for travel 
submitted by or for such installations and shall be computed 
at tho estimated scheduled rates. 
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(e) Within-area travel will be based upon an estimated 
number of trips to be performed at rates per trip as estimated 
by the individual Office or Staff Section and shall be sup- 
ported by a statement of purpose for travel within each area, 

(2) 03 - Transportation of Things 

(a) Estimates for the transportation of things shall 
include those charges which are paid or are to be paid 
directly by the Government and not by the vendor, whether 
such transportation be by land, air or water; as well as 
charges for the care of such things while in process of 
being transported. Such all-inclusive estimates for the 
transportation of things between .Washington and various 
foreign areas are scheduled on the attached rate sheet 
(Appendix V). 

(b) Preparation and presentation of transportation of 
things will be made on the following basis: 

(l.) Estimates for transportation costs for 
stock supplies, materials, or equipment, household 
goods and personal effects of employees inside or 
outside the United States will be estimated by the 
Office or Staff Section concerned in consultation 
vdLth the Services Division, 

(2.) Estimates for transportation of stock 
materials or equipment from point of origin to 
Washington, D. C, will be furnished by the Services 
Division. 

(3) 04 - Communications 

(a) Estimates shall include costs of transmission of 
messages from place to place, such as tolls for land tele- 
graph, marine cable, radio, wireless telegraph, and telephone 
services, and postage. They shall' also include switchboard 
and service charges and telephone installation costs. 

(b) Estimates for all charges in connection with tele- 
phone service in Washington will be prepared by the Services 
Division. 

(c) Estimates for telephone service in field installa- 
tions will be prepared jointly by the Office or Staff Section 
concerned and the Services Division, and shall be reported 

in the budget estimates submitted by the former. 

(d) Estimates for telegram and cable costs and. for 
special services such as teletype, facsimile, telecrypton, 
telemeter, direct wire, tie-line service, etc., shall be 
prepared and justified by the Office or Staff Section having 
or desiring such service. 
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(4) 05 - Rents and Utility Services 

(a) Estimates shall include charges for rental of 
space; for heat, light, power, water, gas, electricity, and 
other utility services 'exclusive of transportation and 
communication services, 

(b) Rents and utilities estimates covering all utilities 
and office and warehouse space for the Washington area will 

be prepared jointly by the Office or Staff Section concerned 
and the Services Division, and shall b© reported in the budget 
estimates submitted by the latter. 

( 0 ) Estimates for field offices shall be contained in 
the estimates presented by or for such offices in consultation 
with the Services Division 

(d) Estimates for rental on a contract basis of special 
equipment and/or business machines will fee fully justified 
and submitted by tho Office or Staff Section concerned. The 
justification will include a description of the machine or 
equipment, the rental cost per period and the total estimated 
cost for fiscal year 1952. 

(5) 06 - Pri nting and Reproduction 

(a) Estimates shall include printin g of forms (including 
standard forms) and letterheads, pri;rting~and binding of 
books, pamphlets, documents, and other publications. Printed 
forms and letterheads are included under this group. 

(b) Estimates for printing and/or binding of forms, 
stationery, and routine office supply items will be made 
by the Services Division, 

(c) Special or unusual requirements for printing and 
binding which cannot be handled by CIA reproduction facilities 
such as the need for special teletype paper and multiple- 
leafed forms, maps, etc,, should be sot forth in detail by 
each Office or Staff Section, indicating the type of publica- 
tion or material, the estimated number of items or copies, 
the unit and total cost of each publication, and tho proposed 
uso of distribution. 

(6) 07 - Other Contractual Services 


(a) Requirements for research and development work 
and/or special services on a contract basis shall be 
specifically stated and justified. 
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Ob) Estimates covering photographing and reproduction 
services to be performed by Services Division facilities, 
repair and maintenance of office equipment, and for the 
maintenance, alteration and repair of office buildings and 
warehouse facilities will be submitted by the Services Division. 

(c) Estimates for photographing and reproduction ser- 
vices to be performed by private contractors will bo estimated 
by the Offices or °taff Sections concerned. 

(d) Estimates for repairs and improvements to building 
facilities outside the departmental area will be submitted 
by the Offices or Staff Sections concerned. 

(o) Estimates for requirements of funds for special 
projects involving other government agencies and/or outside 
concerns shall be stated by specific project costs, indicating 
by suitable breakdown the basis upon which the estimate was 
constructed. 

(f) Estimates for additional protection service furnished 
by the Public Buildingp Service upon a contractual basis will 
be prepared jointly by the Chief, Inspection and Security, and 
Services Division and shall be reported in the budget estimates 
submitted by the former. 

(7) 08 - S upplies and Materials 

(a) Estimates for departmental common use office supplies 
and materials will be prepared by the Services Division in 
coordination with the Budget Staff. 

(b) Estimates for special supplies and materials 
peculiar to specific operations will bs reported and justified 
by the Office or Staff Section having such special require- 
ments . 

(c) Except as otherwise required for operational reasons 
estimates for agoncy-wido newspapers, magazines and related 
publications will be prepared by Library, 0CD, with the 
assistance of using operations. 

(8) 09 - Equipment 

(a) Estimates for departmental common use office equip- 
ment will be prepared by the Services Division in coordina- 
tion with the Budget Staff, 

(b) Estimates for operating equipment peculiar to 
specific operations will be reported and justified by the 
Office or Staff Section having such special requirements. 
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(c) Estimates for purchase of motor vehicles shall he 
supported by a full justification. VJhere replacement is 
proposed, the explanation shall set forth the year, model, 
and body type of the vehicles to be replaced, mileage, kind 
of use, and other pertinent information. Information must 
also be given as to the number of old vehicles still to be 
used and the estimated cost of maintenance and operation of 
such vehicles. /hero additional vehicles are to be acquired, 
there shall be a clear statement of purpose for which they 
will be used. Services Division will budget for all replace- 
ment of vehicles within the continental limits of the United 
States . 

(d) Except as otherwise required for operational 
reasons estimates for agency-wide requirements in books 
will bo prepared by the Library, OCD, with tho assistance 
of using operations. 

c. 'Employee Health Serv ices : Estimates for the cost of 
operating" the’ agency health program, including the cost of health 
rooms operated by the agency for its employees (and employees of 
other agencies, if any) will be prepared jointly by the Medical 
Division, arid the Budget Staff, 


4. Budget assistance in preparation of the estimates 

A Budget Analyst has been assigned to each major agency organi' 
zational sogmont. The analysts will assist Offices and Staff oections 
throughout the period of intra-agency estimate preparation,, Operating 
officials may contact the appropriate analyst of the Budget Staff via 
extension 721, 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE : 
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